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Printing Large Spreadsheets

Some Excel spreadsheets are not created to be printed. Considering that a spreadsheet could have as many as 16,384
columns and 1,048,576 rows, you can imagine then why not all spreadsheets print easily. There are things that can be
done to help print large spreadsheets, however. The changes could include any or all of the following:

e Moving page breaks in Page Break Preview e C(learing formatting causing extra blank pages to
print

e Changing the page orientation e Changing the paper size

e Adjusting the margins in Print Preview e Changing the font size

e Changing the page print order e  Wrapping text to fit the column/row

e Scaling to fit

Working with Page Breaks in Page Break Preview

In Page Break Preview you can clearly see how many pages will print and in what order. You can also move page
breaks to new locations by clicking and dragging the page breaks.
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2.  To change the page break locations,
click on the blue dashed line and
drag it to the left, right, up or down
as appropriate.

3. Toinserta hard page break, click
into the cell directly to the right and
one row below where you want to
break the pages. Right-click on the
spreadsheet and select Insert Page
Break from the shortcut menu.

To reset the page breaks to the default,
right-click on the spreadsheet and select
Reset All Page Breaks.

Click Page Layout Tab | Breaks and select to Insert Page Break, Remove Page Break or Reset All Page Breaks.

4. Toreturn to the spreadsheet, click View | Normal.
Changing the Page Print Order

You may want to change the order in which the pages are printed. By default, DT Uy

. . ow and column headings
Excel prints pages down, and then over, however, you may want to print over, then ) ’ ’
down.

Page order

@) Down, then over

Qver, then down

1. Click the Page Layout Tab | Page Setup dialog box launcher | Sheet Tab.
The Page order options display (shown right).

2. Inthe Page order options select either Down, then over or Over, then down.

l I c D For software training, contact the Computer Training Center (CTC) at 358-1111 or visit the CTC Web
——————— | site at http://itcd.hq.nasa.gov/ctc.
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Changing the Page Orientation
1. Click the Page Layout Tab.
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3. Select Landscape to turn the page. This will give you more width for additional
columns to print on each page.

Changing the Paper Size

!
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5. Click the Paper Size drop-
l Print. ] l Print Preview ] l Options. ] h o .
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appropriate paper size.

6. Click OK.

Adjusting the Margins in Print Preview
This will allow you to adjust the page margins and adjust the width of the columns in the printout.

1. Click the File Tab | Print. The Print Options and -
Print Preview displays. [~... 237 Column Anchors <
You can change the printout page orientation and paper “\dargin and Header Anchars R
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2. Todisplay the margins for the header, footer and
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Formatting Changes to Print More Content on Each Page

Formatting a spreadsheet to print on fewer pages could be as simple as . :d . : B , 'A_l ' / §
changing the font and column width. e S gy oA =B
Changing the Font € EEb e T 0 LuA%KMAL D
1. From Normal View, click the Select All button (shown right). [jsfsm,,;m.,‘m . oo IM
2' From the Home Tab' Clle the Font drop-down arrow and Change the 334 seats were available during the month of Month?. Qut of these s;
point size as desired. -
Ifyou change the font to smaller than 8 point it may not be readable. PR Month?_ . A,wnauumsug
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Adjusting the columns or rows to fit the contents may change the pagination of the [0 Deletefomat | g epr- 20T
columns, or rows, especially if you have changed the font to a smaller size. Cells | cell size
f[ Row Height...
1. From Normal View, click the Select All button (shown above).
2. From the Home Tab, click the Format drop-down arrow and select AutoFit Row ‘ .
Height to adjust the rows to the height of the contents. s g DEFRUIEWidHh
o instr Visibility L
3.  From the Home Tab, click the Format drop-down arrow and select AutoFit Column o Hide & Unhide ,

Width to adjust the width of the columns to fit the largest content.

Wrapping Text To Fit

If you change the column to a smaller width, you may want to wrap the text to fit the column which will allow you to
paginate the text within the columns.

1.  Select the content to be adjusted (select a column by clicking the column Letter identifier, select a row by clicking
the Row Number Identifier, or select everything by clicking the Select All button shown above).

2. From the Home Tab, click Wrap Text to wrap long text into multiple lines in a cell.

Clearing Blank Cells to Stop Printing Blank Pages

Sometimes when printing spreadsheets blank pages will print along after the spreadsheet data. This happens when
cells which appear blank actually have cell formatting, a comment, a hyperlink, border formatting, data validation or
formulas. There is an easy way to clear All Content associated with a cell using a couple of selection shortcut
keystrokes.

1.  Place your cursor in the first cell in a column to the right of the spreadsheet data which appears blank.

2.  Press the keystroke combination Control + Shift + Right Arrow to select from the blank cell to the end of the
columns.

3. Without changing the selection, press the keystroke combination Control + Shift + Down Arrow to select from
the blank cell to the end of the rows.

Now you will have selected all the columns and rows to the right of your spreadsheet data.
4.  Clickthe Home Tab | Clear | Clear All. This will clear formatting, comments, content, and hyperlinks.
5. Without changing the selection, click the Home Tab | Borders | No Borders to remove the borders.

Cells that are causing blank pages to print could be in rows after your spreadsheet data. Place your cursor in the first cell
in the first row after your spreadsheet data. Repeat steps 2-5 above.

6. Look at the spreadsheet in Print Preview and check if any blank pages will print.
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Scale to Fit

Scaling allows you to adjust the size of a worksheet before printing. Scaling is most often used to shrink an Excel
worksheet to fit on fewer sheets of paper. It can also be used to magnify a small worksheet to make it easier to read

once it has been printed.
There are three scaling options available on the Page Layout Tab:

e  Width - use to decrease the width of a printout to fit on a set number of pages.
e Height - use to decrease the height of a printout to fit on a set number of pages.
e Scale - use to shrink or stretch a printout to a percentage of its actual size.

o  Shrink a printout by setting the scale percentage to less than 100%.

o Stretch a printout by setting the scale percentage to greater than 100%.

The Scale option is only available if the Width and Height options are set to Automatic.

Printing Charts
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It is simple to print only a particular chart independent of the worksheet data it represents.

1. Click Home Tab | Find and Select | Selection Pane. A pane opens to the right with a Selection v X

list of the object that can be selected.
2. Make sure Show All is selected and then click on the Chart to be printed.

3. Click the File Tab | Print or press Ctrl + P. You will see the chart displayed in the print

preview area and the Print settings will default to “Print Selected Chart.”

Show All || Hide All Al
Chart 2 -
Rounded Rectangle 1 -

e To change the orientation, click the Orientation drop-down arrow and select from

Portrait Orientation or Landscape Orientation.

e To change the margins, click the Margins drop-down arrow and select from the pre-

defined gallery or click Custom to create unique margins manually.
o To make changes to the workbook, click Page Setup.
4. When done selecting your printing options, click Print.

This document is posted on the ITCD Web site http://itcd.hq.nasa.gov/ctc.



